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	Requestor / Dept:
	 MACROBUTTON NoMacro [Click here and type your name or dept] 

	Today’s Date:
	9/19/2005

	Phone Number:
	 MACROBUTTON NoMacro [Click here and type a phone number] 

	Cost Center:
	 MACROBUTTON NoMacro [Click here and type cost center] 


	Item
	Name. Brief description. 

	Delivery Date 
(midday PST)
	Please allow at least 1 week for design work and 10 days for printing

	Purpose


	What is the purpose of the item? Where will it be used? How will it be used? When will it be used? For an Event? 

	Program/Product Specific
	Is this piece associated with a specific program, product or brand?

	Target Audience
	e.g. Enthusiasts, end-users, channel, etc.

	Deliverables

	Format
	What format would you prefer to receive this in (tiff, .jpeg, .pdf, hard copy, etc)?

	Source files

	Should we deliver all source files for this project to you? 



	Materials Due:
	Date when art is due to the publication

	Design origin
	Is this a new design or is it associated with a previous design or past project. 

	Content/ Copy/ Imagery
	Please be specific and include all content, copy, and imagery that you would like to see on this piece. 

	Localization needs

	Yes/No. If yes, then specify what content will be localized, what language, and whether that will be done by you or us. 

	Quantity
	Quantity to be produced and by who (provide full contact details).

	Required Signatures:
	Who is required to sign off on this project before it is considered complete?

	SPecs

	Technical Constraints
	Full page or bleed, dpi, spot color, etc

	Production method
	Offset, serigraphy, laser engraver, embroidery, etc.

	Working Dimensions
	Height x Width in mm

	Final Dimensions
	Height x Width in mm

	Specs
	Trim sizes, bleeds, live areas for magazine in mm

	Resolution
	72 dpi? 150 dpi? 300 dpi?

	Scale
	1:1? 1:2? 1:4? Other?

	Colors
	Full color, grey scale or B&W

	Final Medium
	What medium will the design be printed on?

	Production Contact:
	Name, Phone, Email Address



	Other
	


	Project

Nr
	Project

Name
	Graphic

Size
	Image

Message
	Vendor

Prod 
	Qty

 
	Delivery (FTP, email,

office, supplier, etc.)
	Finish

Material

	Ex.
	Poster for side wall of the booth
	800mm (H) x 2500 mm (W)
	NSIST on Better Photos
	SpeedPrint agency
	1
	Speedprint@sp.com
	DD/MM/YY

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	

	11
	
	
	
	
	
	
	

	12
	
	
	
	
	
	
	

	13
	
	
	
	
	
	
	

	14
	
	
	
	
	
	
	

	15
	
	
	
	
	
	
	

	16
	
	
	
	
	
	
	

	17
	
	
	
	
	
	
	

	18
	
	
	
	
	
	
	

	19
	
	
	
	
	
	
	

	20
	
	
	
	
	
	
	

	21
	
	
	
	
	
	
	

	22
	
	
	
	
	
	
	

	23
	
	
	
	
	
	
	

	24
	
	
	
	
	
	
	

	25
	
	
	
	
	
	
	

	26
	
	
	
	
	
	
	

	27
	
	
	
	
	
	
	

	28
	
	
	
	
	
	
	

	29
	
	
	
	
	
	
	

	30
	
	
	
	
	
	
	


EMEAI Print Graphics/ collateral creative brief     


 








EMEAI - V190905


